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Chief, Administrative Service
Security Survey of the Courier Service

1. ieference is made to your memorandum of 11 March 1952
transmitting the report on securlly survey of the courier service and
requesting advice on action taken with respscti to the recommendations.

2+« The report containe nine findings and thirteen roccmmendstions.
Some of these refer to other offices such as OUD and, I presume, that
appropriate comments will be forwarded o you from the office to which
the recommsndation or finding perteins. My comments on the findinge and
regommendations whieh refer to this office sre stated belown

VINDLINGS

#{1) {(a} No itemized receipt is fummiehed to CIA for copies of
cables given to TS Courler by F.C.A. and Office of Secretary of
State, State Departmenty and (b) copliee of cables are not wrapped
when given to 75 Courisr Wy Office of Scoretsry of State.”

de are mot receipting for coples of cables from
selehe In connection with Office of fecretary
of State we ars recording in their outgoing log
book the cables ploked up by our courliers. The
State Department sppears to be inconsistent in
their handling of cablesj one office wrups ihenm
and the othsr office doce not. We believe that
Och and 145 should discuss the handling of
cables further with F.C.4. and Department of
Hlatas

{2) This item pertains entirely to 0CD.
{3) This item should be handled by OCD and I4S.

#(l;) There is a considerable volume of personal mall plcked up
and delivered by the courlers sach dey which imposes an wmscesgary
urden on the courier service.”

411 employees have been advised in the psst not
to have personal mall addressed o them in care
of tho Agengy. This should probably be ealled

to the attentlion to all new employees in the
course of Securily Indoctrination Lectures. In
addition, a CIA Notce reainding the smployees of
this requirement will be issued.
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“(5) There has been a contimuing problea becsuse of
{a} fallure 40 preperly address material, (b} failure % include
sender'e namse on forme uped in conmnegtion with material to be
sent by Registered Mail, and (e¢) failurs to log."

The failure of offices Yo properly address
asil has been noticed and 2 CIA Notice has
been prepared requesting the sooperation of
&1l offieces in this regard. The failure to
log mail i3 not a responsibility of Admine
istrative Service,

STAT #(&) There sre insufficient regular and 75 Courisrs to use W
on esach run. This poses a security problem in that one courier,
operating alone, could mere readily copy, extract, or duplicate &
document and, further, when there iz a great voluse of material

. beling carried, it opens the possibliity of the courier leaving some
/ ef it in the car umprotected while he i» making other plckups and

daliveries."

},» G’W KT There are now two couriers on all regular runs cutside of
<L g"f’y A 6&;1&&::@ exespt the cable yun at 63130 a.m., the DEB run at
b };&L}f oy J1hS mem., and sl Sunday cable runs.

}, ggﬁf“
§ A o *{7) The only checks on couriers sre Hme and mileage checks and
£ qceaa&eml spot checks made by telephoning couriers at plekup points.®

f» LW We are now in the process of developing & new
kS systes which will provide & closer supervision
k‘* of couriers.

g l ¥ w%(8) There is a shertage of courler perscnnel ani those assigned
< in supervisery capaeities are “bogged down®™ with routine duties.
The shortage is accentusted by the detalling of courlers to other
& Ten LA offices,”

oaes We bave had diffienlty for some time in getiing
a sufficient muber of ecuriers to provide
adequate service throughout the sgengy., This
is particularly true now with the sxpansion of
the Ageney in% Bulldings I, J, and Riverside
Stadiume A request has recently bsen submitted
for an increase of four courlers and five
mescengers. If this is granted, we belicve that
we can isprove the eourier service throughout
e Agency.
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Courier morale 1s poor becaise of low pay, leck of

oppertunity for advencemcnt, #od extesgive work load.”

ERCOMMERDATICH

tie believe that the pay scale for the gourlers
is good snd their epportunities for sdvancenent
in CIA ar® better than those in most Government
Ageneies. In sddition, however, we sre working
with the Personnel Office in developing &
sromotional prograa for the courlers.

{1} and (2) Both of these refer exclusively to OCD.

#{31} That, Af the cooperation of other agencies cannot be
obtained, Adminisirative Sarvice will sither have l1ts courier
sccompanied by anether CIA employee who will wiap copies of cables
and prepare & manifest-iyps ¢f roceipt, or will have the courier
use & lock-type pouch for cable runs.”

(k)

This procedurs is being followed with other

categories of mail picked up at the State
liepartment pouch reom. It in suggested that
CD and 145 dimcuss with the State Department
the necd for all of their offices %0 comply
with our regulation regarding the wrapping of
cables,

That Aduinistrative Service notlify Chief, Liaison Diviaion,

0D, of 81l changes in the approved lists of CIA Couriers ss they

QETUP Y

(3}
(6}
*(7)

Admdinistrative Service has heen following this
procedure for some time.

This peuritains to OCD.
This pertaims tc OCD and I4S.
That there be an agency-wide dissemination of instructions to

CIA employees to disconiinue using the courier service for the trans-
mission of personal mall."

(8)

A nroposed CIA Netice has boen prepared requesting
that employees of the Agencgy not uss eourier
aservice for psrsonsl business.

This refers to OCh.
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"(9) fThat the practice of detsiling eonriers to other CIa
offices be disoontinued sxoept in urgant cages.”

Occasionally,; it is nccensaxy for us O
detsll souriers to other offices i perform
special courier funciionz. This is partienlarly
true in connection wiith work in NHSC. We beldleve
such details are jJustified, however, since the
function belng perforimed is one which pertains
primerily to couriers. In addition, it is
necogsary teo furnlsh courier sorvies in commeciion
with such activities s the Ixecutive hegistey
and in servicing the neods of the Transportation
vdvision in picking up Welkets, passportis, viess,
and thestre clesrances fma various places throughe
out the metropolitan areva. Thess astivities are
slsc ones which are normally perfommed by courisrs.

*{10) That the mumber of courlsrs be increcred in order that all
Tuns, excspt special rune, be ande by net less than two couriers.®

#(1l) That one supervisory pesition be added to Mail Contrel
Section, Aduinistrative Services, in order to free one present
supervisor for aore ssiive supervision.®

1 have commented on this sudjeot in Findings
Hog. 6' ?; ani 8.

#{12) That a ecntinuing survey be conducted by Administrative
Service to locate sontrel and security wesineszes in the pourler
service and % recommsnd corrective measures.m

»g are contimually surveylng the eourier service in oxder
to see that we are providing the maximum service
and that presoribed procedures are being followsd.

¥{13) Thet conzideration be given %t incressing ithe salary lesvel
of courisrs. {(In this vonnsetlon, it is noted that the irmed Services
utilize comumissioned officers as "Officer Couriers® in transmitiing
the more sensitive materisl.)"

e will discuss this problem with Classification
sgaln. we believe, however, that souriers aye
srovided with a satisfactory pay scale arrvangumnt.
I comnented on this in Finding do. 3. lHowever, I
would ke to make the following additional coamentss

“e we receruit couriers ususlly at Grade 3.
If their work iz satisfactory, they are usually
promoted to Orade b within throe months. WUhen
they continue %o show improvement and s vacancies
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pegury they are promoted to Grade 5. In
nddition, we bave four eouriers at Orade 6.
These are primarily 15 Courlers and, in
addition, perform swpervisory functions and
assiet in the tralning of nev courdiers.

b. The sslary scale for couriers is as

followat
Grade Hindmum Heximm
i3 § 2950 & ¥
ey 3178 3655
G55 310 uléo
5= 3195 L5hs

ce Lt will bs noted froa the above galary
informetion that the Lase pay of a (8«3 courier
{32950) is higher than the base pay for & Second
idientenent in the Arsy (§2738). Alsc the base
pay for a Gi-l courier ($3175) is higher than that
for a Fizet Lieutenmt (§3156).

3« i mppresiate the report whieh you have submitted. I aa glad
to £ind that there are no sericus sscwrily wesknesses which ars
atiritutable to this office. I will sppreciate any further suggestions
that you mxy bave for lmprovement for the courier serviee.

/s

STAT

I8Csim

ect  Chrono
Mall & Courier File
Chief, Rec'ds Mgt. % Dist. Branch ¢
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